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Getting Started
This section provides details for signing on to the system.

Internet Explorer Settings

The IFTA/IRP application was built to be compatible with Internet Explorer v6.0 and higher. You
may experience missing menu’s or functionality issues if you use another browser such
as Firefox, Chrome, etc.

Pop Up Settings

The application makes use of pop-up windows to display certain documents created in a PDF
format. You will need to make sure “pop-ups” are always allowed from this site. A common
indicator of this not being done is not being able to get an inquiry screen to display or an invoice
to display. Usually you will see a yellow bar above the red lowa Department of Transportation
banner. The yellow bar will indicate that pop-ups were blocked and will allow you to click to
change settings from there.

Adobe Reader Software Required

The system makes extensive use of PDF type documents which will require you to install the
latest version of Adobe Acrobat Reader on your computer. It is free and you can get the latest
version from the Internet.

Account and Password Maintenance

You were mailed your initial password in January 2009. For customers that have IFTA, your
client ID will be the same for both IRP and IFTA. For IRP only customers, your client ID can be
found on your cab card. If you do not have a Client ID and password, you must call the Office of
Motor Carrier Services at 515-237-3224, Monday through Friday, 8:00 AM to 4:30 PM.

If you have problems signing on after you have created your new password, you will need to
contact the State of lowa’s Information Technology Enterprise Service Desk at 800-532-1174 or
515-281-5703.

IRP System Navigator (NAVvie) Does this apply to IRP?

Multiple screens and steps are involved in conducting IRP business through the Internet. The
screens associated with each step have “TABS” across the top of the screen showing the user
exactly which step they are on in the overall process. The user may return to a previous step to
make changes by clicking on that tab. However, if the supplement has been invoiced, the user
will have to cancel the invoice before they can return to any previous step.

Validation Screens

After data entry for a particular function is complete, a validation screen will provide an opportunity to
validate the information before it is stored. The validation screen is presented to allow an unrestricted
view of the information you have entered. The following functions are available on the validation
screens:

e “Back” — Select this button to return to the data-entry screen and correct the
information as needed.

e “Proceed” — Select this button to continue navigation to the next logical step of the
transaction.

e “Quit” — Select this button to exit the validation screen and return to the appropriate
menu. The information that was entered on the screen will not be saved if you have
not “Proceeded past the validation screen.
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Standard Button Selections

This IRP Internet program uses a set of standard button selections that are displayed at the
bottom of the various screens when performing a business transaction.

e “Proceed” — Continues transaction processing to the next logical step in the process.

e “Refresh” — Restores all screen fields to their original values when you entered
the screen, allowing you to start over.

e “Quit” — Exits to the appropriate menu and does not save the information on the
current screen. From an inquiry pop-up, selecting quit will close the pop-up.

e “Back” — Returns to previous screen.

e “Cancel” — Returns to the menu and deletes (backs out) all information
associated with the transaction.

e “Help” — Provides assistance regarding the use of the current screen.

Sign On Screen

This is the screen where you will sign on to the system, which is accessed from
https://iftairp.iowadot.gov

/2 Enterprise ABA Service - SSO Logon - Intemet Explorer provided by Dell

LN Bl D nttps://entas.iowa.gov/er ppld=DOT_MCS&callingApp=https://192.168.11.85/login.aspxAcommandMame= GetLogonétopHeader + 0 [+ | x [ Googte

S —

File Edit View Favorites Tools Help

W Im Enterprise ABUA Service - SSO Logon ] ] v B v & v [FPage~

DOT Motor Carrier Services

SIGN IN CREATE AN FORGOT

ACCOUNT PASSWORD FORGOTID

Sign into DOT Motor Carrier Services here.

Enter your Account Id and password to sign into DOT Motor
Carrier Services.

Account Id:
Password:
Select User Type: ExternalUser -
[C] Take me to my Account Options after I Sign In.
9
Account Id Examples:

» firstname.lastname@iow aid

« firstname.lastname@iowa.gov

s firstname.lastname@iwd.iowa.gov
» firstname.lastname@dhs.state.ia.us

Need an Account?
Forgot Password?
Forgot I1d?

*ou are looking at SSO Logon Transaction Id:  INXICT

©2004 State of lowa, DAS-ITE Version 2.3.9
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Enter your Client ID in the Account Id field. (They are the same.)

o Enter your password.

If you forget your password, click the link at the bottom of the screen and you will be
guided through resetting your password. If you have trouble, call the Information
Technology Enterprise - Service Desk at 800-532-1174 or 515-281-5703.

e User Type should be set to “External User” from the user type drop-down list.
e Click the “Sign In” button.

DOT Motor Carrier Services

| ® Enterpri

CREATE AN FORGOT
— ACCOUNT PASSWORD

FORGOT 1D

Sign into DOT Motor Carrier Services here.

Enter your Account Id and password to sign into DOT Motor
Carrier Services.

—’ Account Id:
—  rpassword:
Select User Type: Extemnal User » <=

[7] Take me to my Account Options after I Sign In.

—> (s ] @

Account Id Examples:

» firstname.lastname@iowaid

= firstname.lastname@iowa.gov

= firstname.lastname@iwd.iowa.gov
= firstname.lastname@dhs.state.ia.us

Need an Account?
Forgot Password?
Forgot 1d?

You are looking at SSO Logon Transaction Id:  INXICT

©2004 State of lowa, DAS-ITE Version 2.3.9

Note. If this is a first time signing on, the user will have to change their password, answer the security
questions on the following screen:

chanas - DOT Motar Garrier Servicas If the user forgets their password in the future, they will
Tentity Bassline for 1103 need to know the answers to these security questions
e o L o v St o s Tac ey pameme o e to reset the password.

account for some reason, you can answer these questions to get access to your
account,

Idantity Baseline missing In the event the user cannot proceed and needs
o o 4 help they should contact the Information

| Technology Enterprise Service Desk at 800-532-
e B 1174, 515-281-5703 or ITE.Servicedesk@iowa.gov.

-- Select Question -- ~|

N | Once the user has signed on to the system, the Main
[ Sefect Question - ~ Menu will be displayed. Processing Agents will have
answer confrm | | additional functionality to access approved Client

Question 4 (Create your own question.):

| Accounts.

Answer 41| Confirm: | |

Question 5 {Create your own guestion.):

Answers: [ contirm: | |

[ Save Identity Baseline 1

Some guidelines for setting your baseline:

. Choose questions and answers that you know well, but that others don't,
. Awvoid special characters like commas or quotes that you may not enter
the same war later.
3. Keep your answers simple - for exarnple, use "paperboy” instead of "The
Des Moines Register paper delivery” for your first job,
4. “You must create your own question when a drop down list is not
pravided. Usually this is the case for the last ane or two questions shown
above.

e

ion Id:  EUFTHI
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Main Menu

The Main Menu is the Enterprise Level Menu and the functionality includes:
e Access to the main IRP application
e Access to your CLIENT information through Inquiry (Section 2.3).
e DOT Announcements

e Sign Off function.

= CELTIC OWA MCS - Windows Internet Explorer
@- ._ * | hetps:jmcsbest arrred oonyTrberpiiee Dief suk aspo w :i iy

-
WG| CILTIC WA MCS e @ e e e o T

epartment of Iransportation Motor Carner Serices (TES1 135 v2.8) - Enterprise Leve

Wielcanie Jell.Har.
Apphzaban ¥ Ch

auick vinks

FiL TAX BT

BERRIRT TALRETURRS

lewa Depariment of Transportaiion, Motor Vehicle Division
310 SE Correprivnce Bowarnd,
Anicany, 18, 50071

Enterprise Level Main Menu for Carriers
Enterprise Level Main Menu features:

e Click the “Application” tab and a dropdown list will be provided. Select “IRP” from this
dropdown list and the IRP Main Menu will be displayed.

e Click the “Client” tab and the Client Inquiry will be displayed.
o Click the “Sign Off” tab to exit the system and the Sign in Screen will be displayed.

/2 CALTIC WA MES - Windows Internal Explorar (9]
G R ] O T p———— A — S R
G| CHUTIC IO S - B e ek

partment of Transportation Motor Carrier Services (TES 35 ) - Enterprise Level

i il
i

QMT:I: Links T T

FiilE Tox ®EEUARN

BECRINT TAX ALTUAMS

Enterprise Level Main Menu for Processing Agents

Processing Agents have additional functionality to access authorized Client Accounts. When a
Processing Agent signs in, the Agent will have the same system access as a motor carrier but will
have an additional TAB called Select Client ID. The Main Menu for Processing Agents Screen will be
displayed as follows:
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£ CILTIC IOWA MCS - Windows lafesnat Explones

G ¥ “ = | hotpas e est Lawvd com Enterpnis [Tk sk sapc « &

WO | ECRTIC WA NS

Walcoma el
application * Chent F  Sclect Chent 1D Sign OFF

T

auick winks

o Departrnent of Transportation, Moror Vehicle Division
G0 SE Commmmcd Bculvrant,
Arlusny, 1A 5001

The Office of Motor Carrier Services will allow Processing Agents access to authorized carrier
accounts.

After the Agent signs on to the system and the Main Menu for Processing Agents are displayed, the
agent must select the client they want to process as follows:

Click the “SELECT CLIENT ID” Tab and the Select Client ID screen will be displayed.

All of the clients this Agent is authorized to process are listed in the drop-down list. Note: under

the Fleet column, a Fleet O indicates IFTA access; Fleets 1 or greater correspond to the IRP
Fleet.

Select the client for processing from the drop-down list.

12-2011

W [@ CELTIC IOWA MCS ]_\

B B - @ e

Towa Department of Transportation Motor Carrier Services (TEST 135 v2.8.1) - Enterprise Level

Welcome Joe.McCormick@NoEmail.Towa.Gov .
Application P Client P Select Client ID Sign Off

Select a Client ID to use.

Client ID: 12831 - JINGLE BELL TRUCKING -
Use ] [ Quit




Transaction Processing

Supplements provided in the IRP system include:

[ AJU ||ADD JURISDICTION

|AVE |[ADD VEHICLE

|AXv |[ADD VEHICLE W/ TRANSFER

|CVN |[AMEND VEHICLE - NO-FEE RELATED

[cVF ||AMEND VEHICLE - FEE RELATED

|CFF ||[CHANGE CARRIER TYPE/COMM.CLASS

[DEV ||[DELETE EQUIPMENT

[RTG ||[REPLACE PLATE/STICKER

[RST ||REPLACE STICKER

[Rcc |[DUPLICATE CAB CARD

IXFF |[FLEET TO FLEET TRANSFER

|AAC |[NEW ACCOUNT

[AFL |INEW FLEET

[RwC|[RENEW WITH CHANGE

[RNC |[RENEWAL NO CHANGE

[RIN |[RENEWAL FOR REINSTATEMENT

[CWT ||WEIGHT GROUP CHANGE

[CFN ||CHANGE DBA/Fleet NAME

*Some of these supplement types may not be available for external users.
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IRP Main Menu

The Main Menu for IRP is the navigation center and allows the user to access multiple functions
without having to always stop current processing to get to a different function or do an inquiry or

change

previously entered data. The following is a sample of the IRP Main Menu; this menu will list

all of the functions available to the web user.

Iowa Department of Transportation Motor Carrier Services (TEST 135 V7.82) - IRP Level v6.0.0,187

Process P Suppl * _Inguiry * WIP » Reprint P Webprocassing » Motes P Enterprise Sign Off

Inquiry Function

The system will provide the user with the capability to inquire on all of the IRP related information
using the tree structure. All of the inquiries will be grouped and presented in the Inquiry Tab on the
IRP Main Menu. The following is a brief description of what is found on each inquiry option.

12-2011

Process b Supplamant Inguiry P WIP b Reprint b Webprocessing b Notes b Enterprise  Sign fol

oup Supplement Base

VehicleTransaction
Vehicle
Supplemant

Account provides the most current account information. For history, select from the tree
structure.

Fleet provides the most current fleet information. For history, select from the tree structure.

Distance provides the most current distance information for the selected account, fleet and
registration year.

Wgt Group provides the most current information for the selected account, fleet and weight
group. The most current weight from each jurisdiction will display as well as the number of
vehicles in each weight group when a registration year is entered.

Wgt Group Supplement Base displays weights for all jurisdictions based on the supplement.

Vehicle Transactions displays information on the vehicle for a specific supplement. Similar
to Legacy vehicle supplement inquiry.

Vehicle provides the most current information on a vehicle registration.

Supplement provides the supplement information including supplement dates and payment
information.



Supplement Functions

To begin a supplement transaction, follow these steps:

e Select the supplement type from the “Supplement” menu selection.

Process B Supplement b Inquiry B WIP B Reprint b Webprocessing b Notes B Enterprise Sign OFf
Add Vehicle .
Add with Transfer vehicle
Delete Vehicl
Add Junsdiction
Dupbcate Cab Card
Dupkcate Plate
Duphbcate Sticker
Amend Vehicle with Fas
Change Camer Type
Change DBA Name

Update Wesght Group Weight
Flaat To Fleat Transfer

If you are a reporting agency, enter the Client ID #, fleet, fleet expiration year and supplement
effective date. If you are the client, your Client ID # will appear in that space, you will need to enter the
fleet, fleet expiration year and supplement effective date.

Renewals

To begin your annual renewal, do the following:
Go to the IRP level screen.
Click on Supplement and select Renewal

Supplement P inquiny P WIP P Reprint P webprocessing P Notes B Enterprise Sign Off
Add Vehicle .

Add with Transfer vehicle

Delete Vehicl

Add Junsdiction

Dupbcate Cab Card

Dupbcate Plate

Duphbcate Sticker

Amend Vehicle with Fas

Change Camer Type

Change DEA Nama
Update Wesght Group Weight
Flaat To Fleat Transfer

The following screen will appear:
Enter the fleet number and fleet expiration year.

Process b Supplement ® Ingury b WIP b Reprnl * Webprocessmg b Notes b Enterprse Sign Off |
Fleet Search Renew Fleat
= Chient 1D _> Fleet No. |
PP Flaat Expiration Year
Procoed [_mefresh | Quit

Check the following screen to make sure everything is correct. If it is not, make corrections or
changes where appropriate. (Internal Users: make notes in comment area with your date/initials and
any info about mcs150 update date, etc). When you are done, select “Proceed”.

g — =Y = Y- Y- T r— 2

™ Cliant 1D USDOT Ma. Stans
s
| Businass Nama Cantact Name Email [d
| Phane Mo, - - Ext Fax No.
[Fiace of Business | Haiing Address

Stroatl Stroet2

Zip Code city

County unscchon

Country

AP Account Status ACTIVE =

Comment

12-2011

First Operatad Alowed

Record Retention

[Procesd [ Rafmsh J[_Gut ][ Cancel ][

Destroy Plate Indicator

E-maitor Indicator ]



lown Department of Transpoartation Motor Carrier Services [ TEST 136 V7.81)

Ewelcome s950

IRP Level v6.0.0. 187

i I.—I,—__V—v—wﬁv—} i'i""‘__]ﬂ'i"'”"i"m_'__i'mvj

“Streat 1

= Jurisdiction
“City
Country

Comment

: A | Account A
Chent 1D Chient Hame Hlast
nistance

TN USDOT Na. WalGroup
~ Flaat Typa - * Commodity Class Vehicle
= Floot Eff. - Flowt Exp. 12/33/2010 supploment <€
= ~ Chent

Doing Busness As B ] TRUCK LINE Contact Name vehicloTransacton
* Phone No. 515 741 -fpdne Ext. Fax Mo,

[Cuse IFTA Distance

Place of Buseniss | Masing Address | Shipgng

[ Trailer Fleat [Clwyoming Indicator
pddresa | Ropartng Servien | Band Detmls |
Street 2

“Zip Code

~County

Take special notice of the colors on the tabs at the top of the screen.

procesd ] [ ot [rarem ) [ Gncw g

I

v

The Supplement Menu tab to the far right is a yellow color. This means you have come
from the Main Menu screen and you can go back there by clicking the tab. You can also
select to perform an inquiry by selecting the Inquiries tab.

"> The Fleet Tab is highlighted which means that you are currently on this screen.

The rest of the tabs are gray in color which means that you have not done any
processing under that tab and you cannot go there by clicking on the tab.

You will get the following confirmation screen, if all is correct, select “Proceed” if you need to make
any changes, select “back”.
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Chent ID 8950 USDOT Ho. :

00030469 Status © ACTIVE
Contact Hame Emai 1 :
515-743-6484() Fax No. :
“1!"2 HWY 25 Street2
; Ca 508490218 Eity : GREENFIILD

Coumby ADAIR Jurisdic tion 1a
Country us
Strest] 1842 HWY 35 Streatd
Zip Code S08498219 Jurisdc tion 1 1a
city GREENFIELD

Country :

us

Commant :

ACTIVE First Operated Allowed Destroy Plate Indicator

Record Retention : E-maider Incicator

—p i) Dack <4+



Once you select “Proceed” you will be taken to the “Fleet Details” screen. The following message will
appear at the top “renewal account has been generated”.

—J - TRFACCO0 - Renewal account has been gensrated l
clignt 10 chient Name Fleet Mo,
™ USDOT Mo
" Fleat Type FOR HIRE ™ Commadity Class ALL e * Flegt Status
* Fleet Eff, * Fleet Exp.
* Deing Busingss As 8 1 TRUCK LINE = Contact Name ESTELLA MCLELLAND Email 1d
* Phone Mo G4l - 745 - 5B Ext. 0000 Fax Mo,
[Eluse 1FTA pistance Clwyoming trdicator
Flace of Business Maling address | Shipping Addoess | Repertes Service | Bond Oetaily
“Strest 1 Street 2
* Jursfiction “Zip Code
“City “County
Country

Comment 3005 ren ckd B ent 1/25/2004 at counter-vis. 2010 renewal ck & ent by jeb 05-12-10

Review this screen, once you have made any changes or if everything is correct, select “Proceed”.
The following screen will appear, if all is correct, select “Proceed” if you need to make changes, select
“back”. If you need to add a new fleet, see the “New Fleet” section of this document.

DODIE0469

132011 12/31/2011
s As 8 1 TRUCK LINE Contac 3 ESTELLA MCLELLAND Email 1d
GA1-745-5948 Ext 0000 Fax No

Busness | Muling Address | Sheeing Address | Repesting Servee | Band Details

211 E 15T STREET
50858
ORIENT ADAIR
us

2009 ren chd & ent 1/29/2009 2t Counter-vis 2010 renewal ck & ent by job 06-12-1
]

——Pp [ Procees | [ ik | —

From this screen you will be taken to the “Distance Details” screen (following) with a confirmation
message at the top. Review the information; make changes if needed, select “Proceed”. If you need
to add jurisdictions, see the “Add Jurisdiction” section of this document.

Shan b

o A
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Once you select “Proceed” the next screen will display messages at the top. You will need to fill in the
slots next to Estimated and/or Actual and total Fleet Distance to proceed. In this case, it is only the
Estimated and Total Fleet Distance that need completed. Select “Proceed”.

® IRPMLGOR ; Msmat
= IRPMLGE1 ; Mism

chent 1D Fegiatrant Name Fleet ta.
Expiras In Supplement N, Supploment Dase.
Extimated Distance Chart ] “No. of Vehacias Qvamida Canbiguous Jur
P iistimated Cistance 19616 e
Actual Distance 0

> Total Fleot Distance 19616

Runsdcton List L -
Distance Typo A=

Jurisdic tion [

Ne. of Jurisdictions

W] ] pistance Jrvealmoots] vear | percent Jmlaue] oistsnce Jivpelmoott] vaar | percear |
ajn = 0N »

16969 |E ¥

2047 [E =
aln = o[n %
ofn = of[n =
aln @ o[ =
a[n =
——P [ roceen | [ Rame et ] [ Gnca ) [CRemove | ]

The following confirmation screen will appear. If this is correct, select “Proceed” if you need to make
changes, select “back”. If you have “actual” distance, you need to enter that number. Notice that
lowa & Nebraska are showing in red and it shows “E2” this means you have estimated 2-years in a
row and the total percentage is over 100% which means you will pay more. So we are going to select
“back” and change the estimates to actual to show you the changes.

ccourt | Pest | Dstance WtGroup Vel Billing  Paymact  Mabens  lquiries

8990

1 12/ 2011

o RENDW FUOET
¥ 19,616

1

[ 19,616

co

ND
— | ra <
i 50
KS w1
MM wy
Mo

You will need to change your “type” indicator to “A”, select “Proceed”, and you will get a screen telling
you there is a mismatch between actual and total fleet distance, you will need to delete the estimated
distance number you entered previously and enter the new numbers. Select ““Proceed™

Client 1D

Regstrant Hame Flaat No.

Exgares In Supplamant N, Supplament Dese.

Estimated Distance Chart “No. of Vehicles Crvermide Contiguous Jur-

Estimated Otance i
——p fcwdvstnce 212
Total Flest Distance 27312
Arwaction List Selact - v
Distance

Aisdiction

No. of Jurisdssticen

[ moa | cistance Jrpsfrsont] voar | porcont Jmaw] omtance Jryps]onind voar | percent |

ojn» on

20458 [ 4 @ 6854 (A &
ofn= ofn =
o ofn =
o[u= o[n @
ofn =
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The following screen shows lowa & Nebraska in black and your total percentage is 100%. You need

to review the information and select “Proceed” if it is correct or “back” if it needs to be
changed/updated.

Aot Pect Ot WGop Vende  Biiog | Payment MaeMens Inguries

0850
1 12 f 2011
o RENOW FLIET
+ ¥
1 w2
s Jur N 7.0

LiurlDatanca | Type Month ] vnar | prrcant Bl catance | Typa [benth ] vaar | pascant ]
o ND

™ ™ 4—
L S0
s wi
= -
:
rocesd | [ ] [C_Back With Aaire

f

If the information is correct, select the ““Proceed” button” and the Fleet Weight Group Detail
screen will be displayed. If no changes are needed,

| = IRPMLG1S ¢ Renawal distance has bean genarated

P o = \wm n, s - — m“. =

Chant 1D Regratrant Nams Supplemant Mo
Flaat No. Effectiva From i

Supplemant Dasc.

Waak.Craup Mo Wit GCraup Typa | Aase Jur Wak Mace GCross Wedghi
Gl 2 349000 4000
aelecl 3 SO00 000

If you need to make any changes at this point, you should go to the “Add Vehicle” section of this

manual. If there are no changes, you will need to select “done” and this will take you to the “billing”
screen.

“account | Fleet | Distance | 'WgtGraup.  Vehice

_ﬂ. « IRPMLGL3 : Renewal distance has been generatad

Chent 1D

Biling  Payment ManMenu Inquiries

Rogeatrant Names Supplemant No.
Floet No. Expuires in Supplement Dose.
Added Vehickes © Amended Vehicles © Derletied Vishaclis :

O ADD VEHICLE O CHANGE FLEET VEHICLE O DELETE VEHICLE

——P [ Froceed | [Update from Previous year | [ Done | |

Cancel | [ qut ]
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Web Processing Submit

After you have completed your work and receive the message on uie iuiowing screen, you are ready
to complete your web processing.

= b Supplement P lnguiry b WIP b Reprint b _Webprocessmg ¥—wales » Enterprse Sign Off|

e subwmit usng Wob Processng Menu and change slalis o Pendng for supp No, 0

Process b S
laase submit usin,

¥ Reprint * Webprocessing * Notes P Enterprise  Sign OFf
Veb Processing Menu and changs status tENURg for supp Na. 0

!

After submitting, the following screen will appear. You will need to know what fleet No., expiration
year and supplement no. If you have files to upload, select “Browse” and select your documents.
When you have completed this screen, select “Submit”.

Write comment to the processing personnel. This will guide the Office of Motor Carrier Services
to proceed further.

Upload any scanned JPEG documents (copies of 2290, title, etc), to provide information
regarding this supplement. Click the “Proceed” button.

View list of all submitted supplements and the status of each.

You may enter any comments to help the processors, process your supplement.

|
Procass P Supplement P Inguiry * WIP » Reprint b Wabprocassing »  MNotes Entarprise  Sign U{fl
Subimit Entry Form v
Chent ID * Flaat No. ] Fleat Expiration Yaar 2010
— | supplement te. 4 Status Panding -
_> Upload File |_Browss
P |Comment
Submit w L Ui |

Once this has been submitted you will receive a message at the top of the screen confirming if your
submission was successful or not. If it was successful, select “Quit”.

Nt b Webprocessmg P Motes B Enterprise  Sign off |

|
Submit Lntry Farm
* Chent D * Fleat o 1 * Flest xpration Year
* Supplement o, Status Pending -
| Beowme |
Commant
et | t ] Refrast
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New Fleet

Several of the Fleet information fields will default to the values from the Account information and

cannot be changed.

Enter the fleet type and com

modity class from the drop-down lists.

rieas [oitance wasd
(e Client Hame Fleet
Chent ID .
USDOT Mo, 1
TN L]
b— " Fleat Type - ——P - commodity Class | = gt
i = Floot Exp, —
Eleat Eff. T . i [ALL |
* Doing Rusiness A% CONTRACT CARRIER Contact Name |EXEMPT | Emm
FOR HIRE EXEMPT |HOUSEHOLD GOODS
* Rhona Ho. |FOR MIRE RENTAL ' Ext. |LoGs | Faxl
(6] FOR HIRE 1 IPASSENGERS
Cusa IFTA Distance |PRIVATE S
Floce of Business | Mailng AIRENTAL < 45 DAYS | Reporting Servc Service | Bond Detis

Enter the following fields. Th
needed.

Fleet effective date - Enter the effective date for this fleet. Refer to your IRP manual for instructions.

ey will default to the account information and can be changed as

Chent 10 Chient Hame Fleet b,
™ USDOT Ma.
* Fleet Type | COMMON CARRIER ¥ * Commodity Class |ALL w * Fleet Status
P> - igat Eff. B ] ~ Float Exp. 12/3172010
* Duing Dusingss As o A T D, i © Contact Name wmail 1d
T TaWe Th R Sa
= Phans Ho. 5 Ext. Fas o,

[Cluse 1774 cistance
e
Strast |
*Jurisdiction
ity

A welcome 8990

% 3 ® % o1 2
Y45 6 7 8

TR
e e

+ Elwyoming indicater

3 %X 7T BB X Straat 7

Noto2os e

; Zip Code
Today: Cetobar 19, 20 N

“Street 1

Client 1D ——Jp Client Name Flagt Nao.

TN USDOT Mo,

= Fleet Type COMMON CARRIER » * Commedity Class AL = = Fleat Status
= Fleet Eff. 10{19/2010 _> “ Fleet Exp. 12/31/2010

* Dong Busness As B ] TRUCK LINF = Contact Name Fmad 1d

= Phana No, 515 7423 B84 Exe, Fax Mo,

[use IFTA Distance [ Trailer Flzet T wyaming Indicator

‘Place of Susness | Maling Address | Snoping Address | Reporing Senvce | Bend Detads |

Street 2

Client name — This is the legal name and cannot be changed at this level.

Doing business as (DBA) — If there is a DBA, enter the name here and it will be printed on the

credentials.

Mweicome 8990

—p client I

client. Name Fleat No,
TIN USDOT Ne.
“ Fleet Type COMMON CARRIER. @ * Commodity Class ALL b * Fleot Status
* Flest Eff. 10/19/2010 * Flagt Exp. 12/31/2010
——P coongeusmessas 8 TRUCK Ling * Contact Name Emad 19
= Phane No. 515 -743 -6484 Ext. Fax Mo,
Cluse 1FT4 Distance [ Trailer Flast + Owyaming Indicatar

12-2011

Flace of Business | Maling Address | Sipping Address | &epariing Service | Bond Detais |
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Contact name

chent 10 chit Mame
TIN usat no.

“ Flast Type [COMMON CARRIER = dhmmodity Class
* Flest Eff. 10/19/2010 &t Exp.

* Doing Business As B 1 TRUCK LINE Contact Name

* Phane Mo 515 <237 3158 Ext.

[use 1FTa Distance I Trailer Flaat .

Fleet No.

CT - Fleat Status

12/31/2010

Mary Emai 1d marygullaumefdot.ios
Fax No. 515 -237 -328

7 Clwyoming Indicator

Contact email address — This is required if you selected email on the account screen.

Contact phone number and extension

Contact fax number

ricet | jutait
Chent o Chent Name Fleet No.
TIN USDOT No.
= Flas] Type | COMMON CARRIER [ = Commadiy Clas [ -] Fleat Stabus
* Flasf Bff. 10/19/3010 " Flaat fxp. 12/31/3010
= D\al !Imm A3 0 J TRUCK LIND * Contact Name Mary ad 1d mtﬂadmnl.m
* Phana No. §15 -237 -3358 Bt Fax No. §15 =237 3225
Cluse IFTA Distance [l Trailer Fleat g Ve 711 ClWyoming Indicator
[Pinca of Dusinace | Mailng Addrass | Shipping Address | Reparing Sarvice | Band Detaile
“Street 1 Street 2
Wyoming indicator - Check this box if the user has intrastate authority in Wyoming.
Fleel Dulails Mew Fleet
Chent 1D Chent Name Fleet No.
TIN . UsSDOT Mo,
= FastType |compion cARRIER = Commadiy Clas [l B FlestSons
* Flast Bff. 10/19/3010 " Flaat fxp. 12712010
* Dong Dusness As 0 J TRUCK LIND * Contact Name Mari Emad 1d mtﬂadmnl.m
" Phana Ne. sis\-237  -35a@ xt. Fax No. 515 -337 3336
Cluse IFTA Distance [l Trailer Fleat 711 ClWyoming Indicator

Pince of Dusinsce | Mailng Addrass | Shippang Address  Zeponmng Sarvice | Bond Detale

“Strest 1 Street 2

Trailer fleet — Check this box if this fleet is for trailers only.

Place of business address tab — you may verify the information contained here but you may not make
changes. Please contact MCS/IRP with the appropriate changes.

12-2011

chede 10 Chent Name
TN usnoT N,
Fifat Typs = Commadity Class
= Fihet Eff. * Fleet Exp.
= Dfing Business As B.J TRUCK LINE = Contact Hams
e No. 515 -237 -3258 Ext.
C1e 1Fra pistance [l Trailes Pleet

Place of Buseness | Maibng Addresa | Shipong Address | Reportmg Sorvice Bnd Drlas

Hew Fleet
Fleet No.
[awi” = " Flaat Status 2011
12/31/2010
Mary Emal 14 mand quilaume Ddot.iown
Fax No. 515 =237 -322%

« Clwyoming tndicator

“Strast 1 Strast 2
“Jurisdec tian “Zip Code
“City EENFIEL *County
Country =

15



Mailing address tab — Complete this if different from the place of business address.

Chent I Cuent Name Fleet No.
™ USDOT Mo, ]
* Floet Type | CoMMON CARRER * Commodity Class ALl ¥ " Fieer Status
" Flast T8, 10/18/2010 * Flast Txp. 12/31/3010
* Doing Business As B 1 TRUCK LINE = Contact Name Mary Email 1d mary guilaume Gidat.iow
= Phone No. §15 ~237 =~3158 Rxt, Fax No. §15 -737 -3735
[Cuse 774 Distance W ] Traer Flaat arsgn W 11 [ Wyaming Tndeatar
Plocn of Susnesa | Maiing &daw | Shoping Addes | Repsring Serice | Bond Detaily
Street 1 Street 2
Jursdicthion Zip Code SOR408219
city Country
Shipping address tab — This tab is not used at this time.
e e W v ot R et
Fiect Dotaits Tew Flast
Chant 1D Chant Mams Fleat Mo,
TIN USDOT No.
* Flaet Type COMMON CAHRER & * Commadity Class AL = *Fleet Status
* Flast Eff. 1071972010 * Fleet Exp. 12/31/2010
* Doing Business As 8 TRUCK LINE * Contact Name Mary Email 14 mary. guilaume@dot iow
* Phone No. 515 =237 _J-2258 Bxt. Fax No. 18 -7 -223%
[luse IFTA Distance  []Trader Fi 4 * [lwyomng indcator
| lace of Bt | Maieog i | Shepg Addrens | Reperte Servce | Bond Detals |
Strest 1 Street I
g tion - Zip Code
cy Country
Comment

Reporting service tab — If the carrier has a processing agent, it will be shown here. The designated
processing agent will be able to perform certain supplements for the carrier.

Chatr e M Fimar n,

™ T

“ Flaat Ty ORI CAARER * Commodty Clam CTR— - * Pt Satin

T Fleat B AW T Pt up. o

“ D Dusraw A [FRLTT * CEMact P oy e 5 .y
* Pl S BER -TE7 - LT3 Fin Fam. L1
[Tk IFTR Beatiscn CIPinder Fiaak [ —— .

P 4 B _ M i Mg g | Bnrerion e foed

Ll Prepare P

Lo et P Mo Wl AAdrean

»reatl Sveey v Com

oy v ey Tty
Copmpre|.

Comments box — These comments will be displayed on the Fleet Inquiry screen.

Select the ““Proceed

e e

[ e e e
Chack 1) (vt A Vit fio

i DG e

Rt Typa COLBAM| CARFEER = * Commodity Ces AL - Mees Szatum

= Filkai B9 [EENEPN * Plast Esp. [T TETT)

e o LERL =48 3 T CRORCE b -y e Sy e DL
. N fak - -ume (21 L LR )
Clide 574 Duince [ Wbt Flaat Clbpoming tndcnios

[ T b sanwmy | frpgeg derew Gapaseg Prosw Beed imes

ey s 3

* gndcnon I Caoe

e “Coamy

LT TL

v
Commant

—lpy [ oot | [ os | [Cseben [ e [

button. The following verification screen will appear.

Chant 10 ¢

990 Chant dtame ¢ Flatte i 2
TIN USDOT No. 000260465
Flaat Type A Commodicy Clasa | Flaat St
Fleat EN 10202000 Flsat Exp. 12732000
Do Busness As | B 1 TRUCK LINE Contact hame : Mary Emad Td : mary. iowa.gov
Pheone No. 515-237-3258 (= Fax o, 515-237-3225
[ace of Busness | Makeg Addraas | Shpong Address | Rep: Bend Detain,
Streat 11 1842 HWY 25 Stiwet 21
uradation | Zp Code S084%-1219
city GREENFIELD County ADAIR
Country © us
Commant ¢

12-2011
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If information needs to be changed, select the “Back” button.

chant 10 8950

:
™
Flaat Typa
Flaat Y 1002072010
ass &s B 1 TRUCK LINE

mary.guilauma@dot.iowa.gov

515-237-2250 Pax e, 515-737-222%

Place of Buminess | Makng Address | Shpewg Address | Reparing Servies | Bons Detwly

1043 HWY 25

00450219
ADAIR

GREENFIELD
us

If the information is correct, select the ““Proceed” button” and the Mileage Detail screen will be

displayed. Once you reach this screen, you will want to go to the “Add Jurisdiction” section
following.

[ Y e e e e

Chant 1D Ragstrant Nams Fleat Na.
Espiras In / Supplament o, Supplamant Dase,
Estimatad Destance Chart [¥] “Mo. of vahiclis

Ovamida Contiguous Jur.

Estimated Distance Shee Fiag
fctusl Distance
Tatal Fleet Distance

D an List Select -
Dimtance Typs |8 %
urtsdiction Add_|
No. of hrisdictions Add Elank
| Precesd Aafragh | [ Quit Cancal | | Ramove | | oy

Add Jurisdiction

Jurisdictions of travel can be added four different ways.

Click on “show map” to select the jurisdiction by clicking on the map.

e N e e ]
- s guarvanr pama o
Ligarsa I ! Bogpharand b Bapplamant Dads
Estemared Umtanoe Chart “h. M Ve

CVEITSE CONDDUE A

Entmmated e e Mg
Rt Dot

Tiksl Fiand Dosiaece

rmdcnon Lat Sewc! =
Chent 10 PaEITAnT Mamy Figgr me
EipwE IR i L] S D
i sl Driiinc il (7] “to. al Vlschs Oviitats Cafiligimns. ke
Esimated Dtarce Hle Haw

Acnusl Diviancs

Tetl Fiaat Datanes

> Mnedcion List
> Detance
ke fan

e, & kradohand

1. Enter the number and type of miles (Actual, Estimated, and No Travel Intended).
Click the “Add” button.
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12-2011

2. Select the jurisdiction from the drop-down list. Enter the number and type of miles
(Actual or Estimated). Click the “Add” button. (See above picture).

3 - o T —

3. Add blank jurisdictions to the spreadsheet.
Enter the number of jurisdictions in the “No of Jurisdictions” entry box.

Select the “Add Blank” button which will add blank entries at the bottom of the
spreadsheet.

=11 E= =1l =]

4. Use the estimated distance chart below. This must be used unless written
justification is used and approved.

18



Estimated Distance Chart

AL Alabama 1,220 | Ml Michigan 1,105 | TN Tennessee 2,481
AR Arkansas 1,142 | MN Minnesota 2,717 | TX Texas 4,486
AZ Arizona 1,841 MO Missouri 4,880 | UT Utah 1,066
CA California 3,259 | MS Mississippi 954 | VA Virginia 2,189
CO Colorado 1,069 | MT Montana 524 | VT Vermont 71
CT Connecticut 427 | NC North Carolina 2,135 [ WA Washington 627
DC District of Columbia 3 | ND North Dakota 403 | WI Wisconsin 2,523
DE Delaware 94 | NE Nebraska 2,839 | WV West Virginia 929
FL Florida 2,409 | NH New Hampshire 72 | WY Wyoming 1,260
GA Georgia 2906 | NJ New Jersey 661 | AB Alberta 80
IA lowa 18,616 | NM New Mexico 1,039 | BC British Columbia 30
ID Idaho 465 | NV Nevada 884 | MB Manitoba 127
IL [llinois 7,161 | NY New York 1,480 | NB New Brunswick 16
IN Indiana 4,155 | OH Ohio 4,096 | NL Newfoundland 5
KS Kansas 2,432 | OK Oklahoma 1,921 | NS Nova Scotia 4
KY Kentucky 1,992 | OR Oregon 556 | ON Ontario 228
LA Louisiana 879 | PA Pennsylvania 3,867 | PE Prince Edward Island 1
MA Massachusetts 516 | Rl Rhode Island 49 | QC Quebec 34
MD Maryland 889 | SC South Carolina 1,333 | SK Saskatchewan 64
ME Maine 128 | SD South Dakota 1,167
Chegk the estimated distance chart box.

Adjust the number of vehicles as required, (The default is 1.)

[W]ax | atance J1ypalsscein] vau | Poccenc Jular ] owiance JTypalbscern] veu | peccent ]
[ 6502 A ¥ 10 010 0jE ¥ 10 2000

7225 [E

1w 2010

= 10| 2000

Set the jurisdiction mileage type to “E” for estimated.

Click the ““Proceed”™ button. The mileage for the estimated jurisdictions will

populate from the estimated distance chart.

12-2011
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Enter the total mileage for:

= Actual
= Estimated
=  Total Miles

Flnet. Oeutance  WgiGnoup  Vehice i Biling Pl\vmnm. Manbanu  Inguiries

ulated

Cliant 1D Registrant Nama Flaat No.
Eapiras In i Supplamant Ne. Supplamant Dese.

Dstimated Datance Chart 5 "Ho. of Vehicles Cvernde Conbigucus Jur,

Estenated Distance |0

Actual Distance o

Total Fleet Dstance 0

Jurisdiction List — Salact — -

Distance

Jurisdic tion

Mo, of Junsdictions 25

(5 | Ditance[rype]ovotn] oo |

oot Fmlor ] ot Trvalbinil ver | perent |

Select the ““Proceed”” button. The system will calculate the actual, estimated and total miles
entered on the jurisdictions. If they do not match the figures entered in step 3, the system will
display an error.

Fioct  Omtance WotGroup  Vehioe | Biing  Payment  MainMend  Inguiries

£hent 10 Registrant Name Fleet No.
—_— . :
-> Expires In Supplement Ng. Supplement Desc,

Estmated Distance Chart [ “No. of vehicles Ovemde Contiguous Jur,

Estimated Distance 0
—_— Astual Distanca o

Tatal Fleat Digkance 0

Jurisdhction List — Select — -

Distance Type|E »

In some cases, the registrant will provide actual mileage for a new account/fleet. The actual
mileage will be indicated as type “A”. The percentage calculation will remain the same, and the
actual mileage percentage calculations will add up to 100%.

The system will ensure a carrier has included all the jurisdictions necessary to create a path to the
base jurisdiction. If a path cannot be found for all jurisdictions specified, an error message will be
displayed. You will need to contact IDOT Motor Carrier Services at 515-237-3268 for assistance to
proceed past this screen. Another option would be to leave out the non-contiguous jurisdiction for
now and make a note in the comment area when submitting the supplement. The MCS processor will
then know to add that jurisdiction once proper justification is received.
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Click the ““Proceed”” button after the mileage information has been entered. Select the “Back”

button if information needs to be changed.

Jurisdictions highlighted in RED are being penalized and total over 100%. The system will
display ‘over 100%’ information on the screen. The ‘over 100%’ field will contain the total

percentage calculated in excess of 100%.

Select the “Proceed” button” if the information is correct, and the Fleet Weight Group Details

screen will be displayed.

9,807

Lo | Distance | Tepe Taontn ] voar | percent Bl pestance | Type Jsientn] voar | parcont ]
AL .

Az

#

S ENENEIE ] 2

AEE-HE-3IE
F

If the information is correct, select the

Weight Group” section following.

Proceed” button” and the Fleet Weight Group Detail
screen will be displayed. Once you reach this screen, you will want to go to the “Add/Change

client 10

Flagt No, Fifastiva fram

Weight Group Mo, Waight Group Type | P-Power Unk

AL AR

0 €1 o
L GA 1
n N Ks
w Ma MD
i N MO
T NC L]

NH H [

12-2011

ME

M5

NE

50

wv
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Add/Change Weight Group (when available)

s e D! wigtsmop TR gy AN T i

Chent ID Regetrant Name Supplement Ho.
Flemt Mo, Effective from ) Supplement Desc
Weight Group Mo ————————P Weight Group Type  [ERTAi ~ ————————P Max. Gross Weight |B2.000 v
T TS R T R
1A I L] MO
HE S0 Wi
Comment
[ Proce T f | I | [goT |

Select the weight group type from the drop-down list, either “Power Unit” or “Trailer’. A bus is
considered a “Power Unit”.

Select the maximum gross weight for the weight group from the drop-down list. If “Other” is
selected, enter the weight in the field provided.

Enter the weight for any jurisdiction that has a different weight

L LT e e —— e e e

chient 10 Supglement No,

Fleet o, Supplement Des<,

Wight Group No. Weigh ype | P Power Unit ¥ M. Gro:

up T

ieight | 80,000 =

il

Jur
" e MN Mo

* "
-

"

Select the ““Proceed” button to populate the weight for the remaining jurisdictions. If a weight is
outside the 10% tolerance, a warning message will display at the top of the validation screen.

]

10/ 2010 NEW FLEET

Waaght Group No weig oup Type P-Power Unit BO000

BOOD0 BOO00 2] B0000 MO BOO00
B0 S0 T5600 wil BOOOD

———Pp [ Frocend [hack ) 4+—

The system will check to ensure the maximum combined gross weight does not exceed the maximum
weight allowed in the specific jurisdiction. If it does, the system will automatically set the weight to the
maximum allowed and will display a warning message.

Select the “Back” button if any of the weights need to be changed

Select the ““Proceed” button if the weight information is correct. The Weight Group Selection
screen will display the new weight group as well as any weight group created previously.

To create another weight group, click the “Add Wgt Grp” button and follow the steps again.
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To update a weight group, select the weight group by double clicking on “Select” next to the weight
group number.

Fieet | Distarce wotGroun | Vehicke | Biiog Payment  MainMenu  Inguiries

Chent 1D Regstrant Nams Supplamant N,

Flaet Ne, Effactiva Fram ¥ Supplamant Dese.

Wl Group No Baze Jur Wgl Ma. Gross Webght

—> Lglent 1 PePower Unil B0000 80000

Click the “Done” button to proceed to the Vehicle Detail screen.

Add Vehicle

The vehicle detail screen is used to enter the information for each vehicle the user wants to register
into the IRP system. Required fields have an “*” beside them

At the top of the vehicle detail screen there is a feature allowing the user to copy information from an
existing vehicle to the screen work area, if desired. In this way, they can update only the fields that
are different, saving data entry time.

To copy another vehicle:

Enter either the unit number, VIN or title number of the vehicle to be copied.

Click Find button to populate the information for the new vehicle.

\'f&um" Fiest -"KWQSW —— nw—-\m:m Inguiries / -
Copy From This Wehicla Unlt Mo, WIN Title Ho. [ rnd |

Chent 1D Fleut Mo, Registrant Mame
Expiras On Supplamant Mo, Dascription Mo of Vahiclas
* unit Mo ® Owiner * Yaar
Pormanént Stcker [ * Bady Style ¥ " Make ¥

Fusl Typa v * Aslax Combina Asies

Enter the following information for the vehicle:
e Unit number,
e Owner — Enter the name of the owner.

e Year — The model year of the vehicle.

Fieet | Distonce WotGroup veme ~ Biing  Payment MainMeny  Inquiries

Copy From This Vehicle Unit No. VIN 1WILISYBESDS17127 Title No. Fnd
Chedt D Fleet Mo, Registrant Name
Exps On Supplement No. Descrption * Mo of Vehecles
* Unit No. 10 * Owner * Yoar 1995
=P cemanent sticker O P - nosy sty 5T - SEMI TRALER T - ek WILX - WILSON >
PR z : =

A e

¢ Permanent sticker —This box may be checked and/or protected depending on the body
style. If it is checked, a permanent plate will be issued.

e Body style — Select the body style from the drop-down list.

e Make — Select from the drop-down list.
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e Fuel type — Select the fuel type from the drop-down list.
e Enter the number of axles and combined axles.
Expifes On Supphemant No | Dascrption Mo of vehicles
* Urft No. 10 * gruner * vear 1995
P¥Pnanent Stcker [ * Wody Style ST - SEMI TRAILER - * MRe WILX - WILSON v
Fuel Type w *® Axlag 2 Combine Axlas a
’_" Saats *VIN 1WIUISYBESDE17127 * Titla State TAJOWA,
* Title No. 01WD42965 * Unladen Wgt 12000 * Waght Group No. v
e If the body style is a bus, enter the number of seats.
e VIN — Enter the 17 character VIN for the vehicle.
e Title State.
e Title number — Enter the title number for the vehicle.
e Enter the unladen weight.

12-2011

* Unit No

Permane

Seats

10 * Owner * Year 1895
nt Sticker [J * Body Style ST - SEMI TRAILER he * Make WILK - WILSON v

Fuel Type %" Axles 2 \ Combine Axles 0

* VIN 1W1UJSYB85D517127 * Title State IAIOWA v

* Title No. 01W042965 * Unladen Wgt. 12000 * Weight Group MNo. v
* Purchase Price 30500 \'Factnry P::e 19592 \"‘Faag@mp Inz P-Purchase Date s

Lease Date * purchase Date 07/28/1999 First Operated Date  01/01/2000

Deal Date Other Date * private / Dealer v

Persanalized Flag v Plate

e Select the weight group number — The drop-down list shows the valid weight
groups for the fleet. Each weight group will have the declared gross vehicle
weight displayed beside the weight group number. If the user needs to add a
weight group, click the “Wgt Group” tab at the top of the screen and the Weight
Group Selection screen will be displayed.

e Purchase price of the vehicle.

e Factory price - The factory price of the vehicle is required information for the IRP
fee computation. If the factory price is not provided, the system will try to retrieve
the factory price from the factory price table. The table will be accessed with the
vehicle year, axles, and body style.

e Fee comp indicator — Chose a date from which to calculate the fees from the

drop-down list.
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e Lease date — The date the lease is effective.

e Enter the purchase date

e First operated date — The date the vehicle was first operated.
e Deal date — The date of purchase from the dealer.

e Other date — Any other date in reference to the vehicle transaction.

* Unit No. 10 * Crwner ® Year 15995

Penpanent Sticker [ * Body Style ST - SEV TRAILER » * Makse WL - WILSON »

Fue] Type - * Al 2 Combjne Axles (]

Seas = VIN] IWILISYBESDS1T127 * Tithe §tate LAMOWA, ot
* Titlf Mo, D1WO042965 * unidden Wgt. 12000 * weight Group No. v
* pur¥hase Price 30500 * Fa¥ory Price 19592 " Fee p Ind w

Lease Date ® Purchase Data 07/28/155%9 First Operated Date  01/01/2000

—fp el Date ———Pp Other Date * Private / Dealer v
Personaized Flag v|  plate e
D-DEALER
Weight No. of Months
—

Private/Dealer

o If vehicle was purchased from a dealer, the dealer name and state must be
provided.

o If not purchased from a dealer, the current plate number, state and plate
expiration date must be provided.

e Personalize information/existing plate — If checked; enter the personalized plate to be
assigned to the vehicle.

o Back fee - Select the “Back Fee” button to populate the current registration
information for a vehicle based on the VIN. The weight and number of months not
registered are required to calculate the registration fees.

e County plate - Enter the county plate number and select the “County Details”
button to display the weight and number of months credit for the county plate.

* Titla o, DIWD42965 * indaden Wgt. 12000 * Weight Group No. v
* Purchase Price 30500 * factory Price 19592 * Fan Comp Ind P-Purchsse Dale 1%
Leasg Date * Qurchase Date 07/16/p999 First Operated Date  01/01/1000
Daagate har Data * private / Dealer -
Persomatized Flag ¥ Plate Ieess——_
PPRIVATE
D-DEALER
e [ Fetch Gack Fee weight Mo, of Months
County Plate [county Datais| Weght No. OF Menths
Dustance Y & UT Special Truck N MCO Provided N Traier N »
TA tnd o Days
1390 Q-Outstanding - MCS 150 O-Outstanding > Title Doc O-Outstanding ~ More Docs Hot Required
* Safety Changes During Registration Year . * USDOT Mo 360469 *TIN

Distance - If licensed in Colorado, click the Distance box if this vehicle travels 10,000 miles or
less nationally.

Utah special truck - If licensed in Utah, check the Utah Special Truck box if this vehicle is a
cement pump, well boring unit or crane.

MCO provided - If the vehicle is an ew vehicle, select Y or N for this. A copy of the
manufacturer’s certificate of origin may be provided.

Trailer — If a straight truck pulls a trailer and the combined empty weight of a truck and a trailer
is less than 16,000 pounds, click this box.
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TA — To request a T emporary Evidence of Apportioned Registration (TEAR) select the box.
Number of days defaults to 60 days and allows the Office of Motor Carrier Services to change as

* Title No. DIWD42965 * Uniaden Wat. 12000 * Weight Group No.

* Purchase Price 30500 * Factory Price 19592 * Fee Comp Ind
Lease Date * Purchase Date  07/28/199% First Operated Date
Deal Dats Other Dats * Private / Dealer
Personakzed Flag - Plate

[J Ferch Back Fea ) weight No. of Months

Cpunty Plata [founty Detais] Weight Na. Of Months

Distance Y B UT Special Truck N & MEO Provided H =

_> TA Ind (] _> Days
2290 O-Outstanding L MCS 150 O-Outstanding - Title Doc O-Outstanding b
» * USDOT No 360465 " TIN

* Safety Changes During Registration Year

Documentation Requirements:

Before credentials can be issued to a vehicle, the registrant must provide certain documents.

document can be marked in one of the following ways:

O — Outstanding.
C — Collected.

N - Not Required.

TA Ind = Days

“ MCS 150 | O-Outstanding v Title Doc

ion Year ~ * USDOT Ma 20469

Comments

12-2011

O-Outstanding v

*TIN

w

P-Purchase Date Ld

0140172000
P-PRIVATE
D-DEALE
Trailar LI
More Docs H-Hat Required ¥

Mare Dacs Mot Required

S - System Collected - For future use with 2290 and MCS150 automation.

Each
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Safety changes during registration year - Indicate if the carrier responsible for safety will change

during the registration year.

USDOT number — Provide the USDOT of the carrier responsible for safety.

TIN — Provide the tax identification number of the carrier responsible for safety.
Comment — Enter comments as necessary.
Dustance Y & UT Specual Truck U MCO Provaded N = Traier H &

T4 tnd o Days

22%0 O-Dutstanding v MCS 150 | O-Outstanding - Tithe Doc O-Dutstanding More Docs Heblot Reguired

* Safely Changes Dunng Regrairation Year v * USBOT Na 360469 *TIN

Commants

@ Inkemet

Select the “Proceed” button to perform validations. If the system finds an error or missing field
you will receive a message at the top of the screen. A message with a {W} is a warning and will
let you proceed. Otherwise the message will indicate a hard stop forcing a correction to be made

before proceeding.

From the validation screen, verify the information was entered correctly then select the
“Proceed” button to save the vehicle information. |f you need to make changes, select the

“back” button.
Select “Done” when all vehicles have been entered.

County Plate [caunty Betai Weight No. OF Months

Dstance Y = UT Special Truck N = MCO Provided N Traler N =
Th Ind o Days
2290 O-Outwtanding - MCS 150 | O-Outstanding - Tithe Doc O-Outstanding ~ Mara Docs Neblot Requied

* Safety Changes During Registration Year ¥ * USDOT No 360469 * TN

Comments

& vimnn

The following message will be displayed: “Please submit using Web Processing Menu and

change status to Pending for Supp No. “0” on the IRP main menu.”

iy b WIF_ b Reprnt bW
Mari antl Change slal

rocessing ¥ Metes » Enterprise Sign Off |

12-2011
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Web Processing Submit

After you have completed your work and receive the message on the following screen, you are ready
to complete your web processing.

orEEs *
Plerarr suberit

Supplement b lnquiry b WIF b Reprnt *_Viebprocessing ¥—Wales  Enterpnse Sign Off|
g Wob Proces: p o ot

vang Mo amid change alales 1o Pendag for supp No, 0

Process b Supplement P Inguiry B OWIP b Reprint * Webprocessing * Motes P Enterprise  Sign OFf

Hleaze submit Using Web Processing Menu and changs status tJNUg for supp Ne. O

!

After submitting, the following screen will appear. You will need to know what fleet No., expiration
year and supplement no. If you have files to upload, select “Browse” and select your documents.
When you have completed this screen, select “Submit”.

Write comment to the processing personnel. This will guide the Office of Motor Carrier Services
to proceed further.

Upload any scanned JPEG documents (copies of 2290, title, etc), to provide information
regarding this supplement. Click the “Proceed” button.

View list of all submitted supplements and the status of each.

You may enter any comments to help the processors, process your supplement.

Process * Supplement P Inguiry * WIP » Raprint P Webprocessing *  MNotes Entarprise  Sign Dﬁl
Subimit Entry Form v
Chent ID Flaat No. ] Fleet Expiration Year 2010
> Supplemant No. 4 Status Pandng -
—p |Uplnad F |_Browene_ |
P |Comment

Once this has been submitted you will receive a message at the top of the screen confirming if your
submission was successful or not. If it was successful, select “Quit”.

Submit Entry Farm

= Chant D * Fleat Mo, 1 * Fleat lxperation Year

* Supplament Na Status Pendng

Commant

Update/Cancel Vehicle

Using WIP (Work In Process) a vehicle that has already been entered as part of this supplement can
be updated or canceled.

Click the “Veh List” button on the vehicle screen to get a selection list of the vehicles entered.
Click on any vehicle in the selection list to view the details. The vehicle screen will appear.
Update the vehicle information as required and select the “Proceed” button.

Delete the vehicle from the supplement by selecting the “Cancel Vehicle” button.

Click the Done button when all the vehicles have been entered.

12-2011 28



Add Vehicle and Transfer Plate

Perform the following steps to process an “Add with Transfer Vehicle” supplement:
From the IRP menu, select “Add with Transfer Vehicle” from the supplement tab.
From the Fleet Search screen, enter the following:

Enter the account, if you have more than one fleet, enter the fleet number you want to do the
add/transfer.

The supplement effective date is defaulted to the current date. The user can change the date based on
lowa business rules. The credit will be calculated from the supplement effective date, not the deletion
date of the vehicle. Select “Proceed” to display the “Vehicle Details” Screen.

Wlﬂrwu wehicke '_Blln-u ”Nwlcnr r_lmm_u h'wm“-

Copy From This Vehicle Unit Na, VIN Title Na, Fnd_|
Cliant 1D Flaat Na. RagEstrant Mama
Expires On Supplemant Mo, Descnption Mo of Vehicles

Uit Mo, | } — ViN Plate Find |
* Defabion Date .:'g Delation Code » Clriaw Plate Requisad
* Urst No. ® Dwner * Year

Under “Old Vehicle Details” move your curser on or around the “ Unit No. space” and the units in that fleet
will show in a drop down, select the unit you want to delete, and click “Find” and the VIN and Plate
number will populate.

——> [WatGmun  vonice Biling  Peymert  MaiMenu Inquiries

e Copy From This Vehicke Uit Mo —) —P Titie No. [ Findt <4+—

Clant 1D Fleat No. Registrant Nams

Expres On Supplemant Mo fescriptian to of Vehicles
Unit Np 1 —_— - N W 1UISYBESDE1T127 =P plate RA¥IIEI [ Fing |
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Permanent Sticker * Body Style - Mk ¥
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Seats " VIN * Title State w

" Tiths Mo * Uinigdan Wgt * Waight Group No -

* Purchase Price * Factory Price * Foe Comp Ind v
Leasa Data * Purchase Date First Operated Date
Deal Date Other Date * Private / Dealer -

Deasnnaized Flaa Diata

You will need to enter the Deletion Date and Deletion Code from the drop down list. If you need a new
plate issued, check the “New Plate Required” box.

If you have a VIN or lowa Title for the unit you are adding, you can put one of those numbers in under
“Copy From this Vehicle” and click “Find”. If it is found, it will populate some of the fields under “Vehicle
Details”.

To add the new vehicle, refer to the “Add Vehicle” section in this manual.

This screen will also allow you to change the Weight Group by clicking on the “Wgt Group” tab. To
change or add a weight group, refer to the “Add/Change Weight Group” section in this manual.
Delete Vehicle

Perform the following steps to process a “Delete Vehicle” supplement:

From the IRP menu, select “Delete Vehicle” from the supplement tab.

From the Fleet Search screen, enter the fleet number if you have more than one fleet, the fleet expiration
year and the supplement effective date. Select “Proceed” to display the “Delete Vehicle Selection Details”
Screen.
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Select the vehicle to be deleted. To select the vehicle do one of the following:

Click in the “Select” column next to the vehicle to be deleted from the list of active vehicles or, select a
unit number, VIN, or plate number from the drop down lists.

el Biing  Payment MainMenu Inuiries

Chant 1D Ragistrant Nama Flaat No.,
Expires In Supplement No. Supplement Desc Deleted vehcles
Uret Mo, . VN Plate No. [L#ind

oy |

ol {

Page 1 of 1

Plate Mo | Plate Returned Delete Reason Delete Date Comment

Once a vehicle is found and selected, the information will populate in the list for verification. Indicate if the
plate is being returned. Select the deletion reason. Validate the deletion date and change as necessary.

Add a comment.

Vishiche Bang # ] Inqllrln.

1
Delets Equipment Deloted Vol 0

8990
12/2010

Delete Reason Delete Date Comment
Sending plate today 10/29/10

10 IWIUISYBESD517127 RY1153 N SOLD 10/29/2010

— >
[Proceed [ ]

Select “Proceed” this will display the selected vehicle in a validation screen and deletes the vehicles from
the active vehicle list and allows the user to select other vehicles if required.

To cancel the delete, select the “Del Veh” button to display a list of vehicles deleted during this
supplement.

venie | Biing | Payment MaimMenu  Inquirics

Chent ID Registrant Name Fleet No,
Expires In Supplement No. Supplement Desc Defeted Vehicles
Unit Ne. VIN Plate No. Find |
#age 1 of 1
Select Wpit N Plate Returned : Delete Reason Delete Date Comment
0 12 IWILCSI0310534261 RIRE04
|_Proceed | Dione ] | Refresh [ ol vet ] Help ] [

f

From the deleted vehicle list, you can also update the deletion information. (the plate return indicator,
delete reason, delete data and/or comment) on any vehicle in the list.

Select “Update” to save the updated information. Select “Back” to return to the active vehicle list.

1
Delate Equipment

990
12/2010

| Delete Date

107292010 sending plate today 10

Select 10 TWILISYRESDS1 7127 RY1153

=i

Select the vehicle you want to cancel and the system will automatically display the vehicle information. If
you want to cancel the deletion of this vehicle, select “Cancel Vehicle” at the bottom of the screen.
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When all the vehicles to be deleted have been selected, select “Done” and follow instructions to submit
through web processing. If you need more information on submitting through web processing, see the

“Web Processing Submit” section in this manual.

_* = Vahcios successiuly updated.

Proceed Dane [T [Cosiven Help | T |

Duplicate Cab Card
Perform the following steps to process a “Duplicate Cab Card” supplement:

From the IRP menu, select “Duplicate Cab Card” from the supplement tab.

From the Fleet Search screen, enter the following:

Enter the fleet number if you have more than one fleet, fleet expiration year and supplement effective
date.

Process b Supplement b Inguing B WIP b Reprint b Webprocessing b MWotes b Enterprise Sign Off

Fleat Search Duplicate Cab Card
* Client 10 —P Fetrie. |
—P Floct Expiration Year — - supplement Effective Date
—P [ Frocemd | [ ratraan | [ ae |

Select “Proceed” to display the “Duplicate Cab Card” selection screen.
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o Norrmmemnt ~

Fleat Search —P puplicate Cab Card
Chent 1D Fleet No. Registrant Name
Expires In Supplemant Ne. Supplement Dasc Vehicle Processed
s R —_— — iate e _ [ Fna ]
E— ] 123 DSFT6GSDFGIDSFGET SE2150
5] 4568 FOOCEHIFCEHOFAOGH SEQE44
I Spsguitafn; g SO S I ——
————fp [ _Proceed [ cancel | Help |

Indicate the vehicle(s) for the duplicate cab card by checking the check box next to the unit number for
the vehicle (the Next and Previous buttons are for paging through a vehicle list, if the fleet has a large
number of vehicles), or, enter the Unit No, VIN or Plate number and select “Find”.

Select “Proceed” when you are finished to display a screen with the selected vehicles.

vehisa | Biling | Paymunt ManMenu Inguirics

Fleet Search Duplicate Cab Card
Chant 1D Flaat No. Registrant Name
Expires In Supplement No Supplement Dase Vahucle Processed

—t—p st FOOGEHOF GEHOFS0GH

SEO544

Select “Done” when you are finished to display the message to “submit using web processing”.

To cancel a previous selected vehicle, select “WIP”, “Search Supplement”’, enter the Fleet No., if more
than one fleet, fleet expiration year and supplement no. and then “Proceed”.

bW P Rapiee b Wetomessting B Netws b [rtsepess fin OF|

E S P Festrn |
upplement b+ —tremTyPP m!_ Reprint P Webproces: —p Ficat epraton vesr 2o —Pp sppemant o, |
1sing Web Processing Menu | Search Supplement 2 Pending fo

[ preessa |0 nwhush |

T

Select “Veh List” and the system will automatically display the list of vehicles in this supplement.

P e e —

Fleet Search DUPLICATE CAIL CARD
Chent 1D Fleet No. Registrant Name

Expwes In Supplement No, Supplement Desc Vehecle Processed

Unit No VN Plats No Find

N524261 RZB504

Page 1 of 1

d_| [ mene | [Crefesh | [ cancel | [_ouwr | [Cvenust | [_nel

Select the vehicle(s) you wish to cancel, and the vehicle information screen will automatically show.
Select “Cancel Vehicle”, “OK” and “Back”.

P — i

Verde | g et Wy e

Flet Search 2
Client 0 Flaat Mo, Ragistrant Name e
Expres In Supplamant Na, Supplomant Desc

Select 0 ] WL}
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The following screen will show, select “cancel” then “OK”, you should receive a cancellation successful
confirmation on the next screen.

sy ¥ WIP b Reprint b Webprocessing b Notes kb Enterprise Sign Off

To update a previous selected vehicle, select the “Veh List” button to display a list of vehicles processed
during this supplement.

Update the information on the vehicle(s) as required.

Select “Update” and then “Proceed” to save the updated information.

Duplicate Plate

From the IRP menu, select “Duplicate Plate” from the supplement tab.
—f=

From the Fleet Search screen, enter the fleet number if you have more than one fleet and fleet expiration
year. The supplement effective date is defaulted to the current date. The user can change the date
based on business rules.

Process b Supplement P Inquiry P WIP P Reprint b Webprocessing P Notes b Enterprise Sign Off

_> Fleet Search Duplicate Plate/Sticke
—> - cCient o —P Fleetno. 1
———Jp Fleet Expiration Year 2010 ——Jp  Supplement Effective Date 11/05/2010
— ) )

Select “Proceed” to display the “Duplicate Plate Vehicle Selection Details” Screen. Indicate the vehicle(s)
for the duplicate plate by checking the check box next to the unit number for the vehicle. (The Next and
Previous buttons are for paging through a vehicle list if the fleet has a large number of vehicles), or enter
the Unit No, VIN or Plate number and select “Find”.

|
|

Venide | g | Payemnt

Fleet Search Duplicate Plate/Sticker

unit bo | e No | Porsanalized Flag
I | | 10
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Select “Proceed” when you are finished to display a screen with the selected vehicles.

Venigle | Biing  Payment  MainMenu  Inguiries

Duplicate Plate/Sticker

Fleel Search

client 10 Floet No. Ragistrant Name
[Expires In Supplement Na. Supplemant Desc Vehicle Processed
Unit No Plate No L] Sticker
IWIUCE20310524261 HZBS04 51 -
[ o T e ][ o [ N
Diamaged '
Corection
Other

Enter the “Reason” for each vehicle from the drop down list. Select “Done” when you are finished. Submit
via Web Processing.

‘ Process » Supplement » Inquiry » WIP » Reprint » Webprocessing » Notes P Enterprise Sign Off

= |[Fiease submit using Web Processing Menu and changs status to Pending for supp No. 2

To cancel a previous selected vehicle, select “WIP” then “search supplement”.

Process b Supplemere WIP b Reprint b Webprocessmg ¥ Motes * Entesprise Sagn OIf |

Enter the client ID, fleet no. fleet expiration year and supplement no, then select “Proceed”.

Process * Supplement b Inguiry ® WIP ¥ Reprint b Webprocessing b Notes * Enterprise  Sign OFf
|Saarch Supplemeant __ i i 0 Waork In Prograss
——)p * Ciient I ————P Flectto. 1
—— Fleat Expiration Yaar 2010 ——p Supplamant No. 7

This will take you to the “fleet search” screen. You can either check the box next to the unit(s) showing or
type in “unit No.” VIN or Plate No, and select “find”. Click on “Veh List” to display a list of vehicles
processed during this supplement.

vehise | Biing | Payment  MainMenu  Inquiries

——P Fcet search DUPLICATE PLATE /STICKER
Chant ID Flaat No. Ragistrant Name
Expiras In Supplemant No. Supplement Dasc Viehicle Processed

—_— Ut | ) —P Fiate o B — :LI,,,‘ 1

Plate No Personalized Flag

Page 1of 1
Cancal

Proceed | [ Done | | Refresh | [ ][ ost | [ venust | [ nep

Select the vehicle you want to “cancel” from this supplement and the system will automatically display the
vehicle information.

Vehide | Biling  Payment ManMenu  Inguirics
Flewl Search DUPLICATE PLATE /STICKER

Chent ID Fleet No. Registrant Name

Expires In Supplemant No Supplement Desc vehicle Processed

20310524261 Lest b

J
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From this screen, select “Cancel Vehicle”, “OK”, and “back”.

SEMI TRAILER.

N
]

o 1WILCS20310524261

DIWHSESD 16000
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DUPLIGATE PLATE /STICKIR
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2001
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]

iy

2-34000

B

To update a previous selected vehicle, select the “Veh List” button to display a list of vehicles processed

during this supplement.

Update the information on the vehicle(s) as required.

Select “Update” and then “Proceed” to save the updated information.

Duplicate Sticker

From the IRP menu, select “Duplicate Sticker” from the supplement tab.

WIP_b_Reprnt b _Wabpro

—— T |
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From the Fleet Search screen, enter the fleet number if you have more than one fleet and fleet expiration
year. The supplement effective date is defaulted to the current date. The user can change the date
based on business rules.

Process » Supplement » Inquiry » WIP » Reprint » Webprocessing » Notes » Enterprise Sign Off

Fleet Search Duplicate Sticker
Client ID > Fleet No. 1
_> Fleet Expiration Year 2010 —> Supplement Effective Date 11/05/2010]
— (e ) T

Select “Proceed” to display the “Duplicate Sticker Vehicle Selection Details” Screen. Indicate the
vehicle(s) for the duplicate plate by checking the check box next to the unit number for the vehicle. (The
Next and Previous buttons are for paging through a vehicle list if the fleet has a large number of vehicles),
or enter the Unit No, VIN or Plate number and select FIND.

vehige | Biing | “Payment Mainenu Inquiries

Fleet Search Duplicate Sticker
Chent ID Flast No. Ragatrant Name
.—’ Expares In 5upp|nmnnu|a_> Supplement Uﬂﬁh’ wehicle Processed 4_
Linit Mo | VIN Plate Mo [ Fna
) (] w IWIUISYBESDE17127 RY1153
=] 12 IWIUCS 20310524261 119889
—> Pago 1 of 1

[Cpreca=d_) [ matrash ] [ cancal o ] Halp

Fleet Search Duplicate Sticker

client 1D Flaat No, Registrant Name

Expwres In Supplement No., Supplement Desc Vehecle Processed

Unit No o Sticker

10 IWILISYBESDELT1

Enter the “Reason” for each vehicle from the drop down list. Select “DONE” when you are finished.
Submit via Web Processing.

Process » Supplement P Inquiry » WIP » Reprint » Webprocessing » Notes P Enterprise Sign Off

= |[Fiease submit using Web Processing Menu and change status to Pending for supp No. 2

To cancel a previous selected vehicle, select “WIP” then “search supplement”.

Mebprocessmg b Notes b Enterprise San Off |
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Enter the client ID, fleet no. fleet expiration year and supplement no, then select “Proceed”.

Process ¥ Supplement P Inguiry ¥ WIP ¥ Raprint * Webprocessing b Notes ¥ Enterpr

%Se!l’dl Supplamant Waork In Prograss

——fp * ciient I ————P Flectin. 1
_> Flaat Expiration Yaar 2010 _> Supplamant No. 7

e bocked W[ rotwen T cur |

This will take you to the “fleet search” screen. You can either check the box next to the unit(s) showing or
type in “unit No.” VIN or Plate No, and select “find”. Click on “Veh List” to display a list of vehicles
processed during this supplement.

. e =Y .

DUPLICATE STICKER

>» Fleet Search

Chent 1D Fleat No. Registrant Name
Expwes In Supplement No. Supplement Desc Vehicle Processed
=P Lnit No | —_—p N ——Jp Flate No —) [ g
Linit o
» ] 12 1WIUCS20310524261 THE89
Page 1 of 1

[ Pracaed | [ Dene | [ Refrash | [ cancel | [ qui ] [ veh ust |

Select the vehicle you want to “cancel” from this supplement and the system will automatically display the
vehicle information.

Vehicle | BMing  Paymert  MainMeny  Inguiries

Flaat Search DUPLICATE STICKER

client 10 Fleot No, Hogistrant Name
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Select Vehicle, click on “Cancel” then “OK”

. You will then get a cancellation successful screen.

— Process b Supplement b Inquiy b WIP b Reprint b Webprocessing b Notes b Enterprise Sign Off
ancellation successfully completed.
Fiost Bl
e [ regarnar nans
Bt . panart 2o s
o ™ s

To update a previous selected vehicle, select the “Veh List” button to display a list of vehicles processed
during this supplement.

Update the information on the vehicle(s) as required.

Select “Update” and then “Proceed” to save the updated information.

Fleet To Fleet Transfer
Perform the following steps to process a “Transfer Vehicle from Fleet to Fleet” supplement:

From the IRP menu, select “Fleet to Fleet Transfer” from the supplement tab.

Towa Department of Transportation Motor Carrier Services (TEST 135 V7.63) - IRP Level vi.0L0. 187

pplamant b Inquiry ® WIP P Raprint b Wabprocassing b Notes b Entarpnse  Sign Off

wehiche
Add With Transfer Vehicle
Delate Vehicle
Add Junsdic

on
Duplicate Cab Card

Duplicatn Plate

Duplicats Sticker

amend Vehicle with Fea
Change Carrier Type

Change D#A Mame

Update Weight Group Weight

Naw Flast
Ranewal
Supplement Tnquiry

From the Fleet Search screen, enter the following:

Enter the client ID, fleet, and fleet expiration year of the fleet the vehicle is being transferred to and the
supplement effective date. Select “Proceed” to display the “From Fleet Vehicle Selection Details” Screen.

Process b Supplemant ® Inguiry * WIP ¥ Repint b Webprocessing b Notes b Enterprise  Sign Off
Fleet Search

Fleet To Fleet Transfer

—p - Clent 1D —p  Floct o
_—.’ Fleat Expiration Year . “ Supplamant Fffactive Date
P [ Frocesd [refresh ] [Caue ]

“From Fleet Vehicle Selection Details” screen allows the following actions:

Enter the fleet number where the vehicle is currently registered. Select ““PROCEED”” to receive a list of
vehicles in the “from” fleet.

From Fleot Vehicle Selection Detail

Client 10 Registrant Name
Floot No. Expary Manth / Year /
Supplement No. Descrpton
[ Proceed Dena [ cancel Quit [ Refresh ] Help
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Select a vehicle to transfer by clicking on the vehicle once.

From Fleet Vehicle Selection Detail

Page 1 0f 1

Chent 1D Ragistrant Nama
Float Mo, h Expary Month /[ Year
Supplement No. Description
[CProcesd ] [ oe ancal t Rafrash [ welp
L
unit No: VIN: Plate No: [rnd ]

The Fleet to Fleet transfer vehicle detail screen will be displayed and populated with the transferring

vehicle information.
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On the “Fleet to Fleet transfer vehicle detail” perform the following:

Select the correct weight group. If you need to add a weight group, select the “Wgt Group” tab at the
top of the screen and “Proceed” to add the weight group. For more information on adding/changing
weight groups see the “Add/Change Weight Group” section in this manual.

) WotGroup  Vefide | Biing | Foyment | ManMens | Inquides

Chent 1D
Fleat ho.
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Supplement Mo.

Supplement Desc.
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Update the registration details and the documentation requirements tracking as required. Select

“Proceed” to continue to the validation screen.

_ﬂ’ P T ey g

From Fleet Vehicle Selection Dewil

chant 1D Registrant Hame
Fleet No. Expiry Manth / Year
SI‘|F||Dﬂ|ﬂnl‘ No., Description
R e | [ Dene Cancel | Qust Rebesh Help
|
unit ho: vin: Plate No:

IW1UISY) DIWD42065
Sales 12 IWIUCS20010524261 TI4E09  01WO045050

Select “Proceed” from the validation screen to save the vehicle and proceed back to the “From Fleet
Vehicle Selection Details” screen.

Continue with the above steps until you have entered all the vehicles you are transferring.

When you are finished, select “Done” to continue to the “submit using Web Processing” screen. For more

details on submitting see the “Submit Using Web Processing” section in this manual.

Process B Supplement B Inquiry B WIP P Repant b Webprocessing b Notes P Enterprise  Sign Off

e Wl bl tang Wil Procesing Man and Change

atatus to Pending for supp No. 1

Change Carrier Type/Commodity Class
Perform the following steps to process a “Change Carrier Type/Commodity Class” supplement:

From the IRP menu, select “Change Carrier Type/Commodity Class” from the supplement tab.

b Supplement b Inquiry b WIP B Reprnt b Webproceseing b Motes P Enterprice Sign Off
Add Vehi

Add § anvfor vehicle
Delete Vehicle

Add Jurisdiction

Dupbcal

Update Weight Group Wesght
Fleet To Fleat Transfer
Hew Fleot

Renewal

Supplemant Inquiry

From the Fleet Search screen, enter the client ID, fleet, and fleet expiration year and the supplement
effective date. Select ““PROCEED” to display the “Fleet Details” Screen.

Process b Supplement b Inguiry b WIP P Reprint b Webprocessing * Motes *  Enterprise Sign fol |
Fleat Search

Change Carrier Type/Comm.Class |

—_—P et ——P Flect o, 1
_> Fleat Expiration Year 2010 _> Supplement Effective Date 11/05/2010

12-2011

40



“Fleet Detail” screen allows the following actions:

The screen indicates the current values of the Fleet type and commodity class. The user should update
them as needed by selecting the fleet type and commodity class from the drop down list.

i f_l '..'\.c—'__..‘-’- =¥

Chent 1D Chent Name Fleet No.

TIN UsSDOT Na.
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Comment
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Select “PROCEED” and validate the changes.

Flat Mo, | 2

BAG0
D00IS04ES
& Fleet Status ;
11/8/2010 Floet Exp 12/31/2010
Contact Name MARY Emad Id
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Select “PROCEED”” when you are finished to “Submit using Web Processing”. For more details on this,
see the “Submit Using Web Processing” section of this manual.

Amend Vehicle — (Fee)
Perform the following steps to process an “Amend Vehicle with Fee” supplement:

From the IRP menu, select “Amend Vehicle with Fee” from the supplement tab.

ervices (TEST 136 V7.53) - IRP Level v6,0.0.1687

Towa Department of Transportation Motor Carrer 5

b Notes P Enterprse Sign off|
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From the Fleet Search screen, enter the following:

Enter the client ID, fleet, and fleet expiration year and supplement effective date. Select
‘Process » Supplement P Inguiry » WIP » Reprint » Webprocessing P Notes » Enterprise Sign Off

1113 "
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Client 1D
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The following displays the “Amend Vehicle Details” Screen.
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From this screen you will be able to do the following:

e Add a new Weight Group or review the weight groups. If you need to add a Weight Group, you

should do this before you enter any vehicle information. To add a weight group, see the
“Add/Change Weight Group” section in this manual.

(0]

o]
will be displayed.

Existing weight groups can be viewed but cannot be changed.

To view the detail per jurisdiction, select the weight group number from the list
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Select “Go to Wgt Selection” to return to the list.
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Comment

Proceed | [ cancel | [ qut metesh | [_relp | [Gotowgitrupseiecion]

To return to the “Vehicle Details” screen, select “Done”.

|
|

WolGroup  Wehide | Biling  Payment

Chent 1D Registrant Name Supphement No,

Flent Na. Effective From / Supplement Desc.

To add a weight group, select “Add Wgt Grp”. For more information on adding a weight group, see the
“Add/Change Weight Group” section in this manual.

System will display the “Vehicle Details” screen.
The vehicle detail screen captures all information about the vehicle(s) that require a change

Identify the vehicle to be changed by entering the unit number, OR VIN(s), OR plate number then select
“Find”.
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Once you have selected an item, the current vehicle information will be populated, and you can update
the fields as required. If a VIN number needs to be corrected, use the Error Correction Process.
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Select “PROCEED” to execute edits and display the validation screen.

Select “PROCEED”” from the verification screen to save the vehicle information.
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Follow the same procedure for the vehicles requiring a corrected cab card.
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If you need to update or cancel a vehicle from the supplement, then select “Veh List” to display a vehicle
selection list. Select the vehicle you need to update or review, proceed as before. If you are canceling a

vehicle, select Cancel Vehicle to delete and proceed as before.
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When all vehicles requiring change are processed, select “Done” and proceed to submit through web
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processing. For more information on submitting, see the “Submit through Web Processing” section of this

manual.

Reprint

The system provides the user the ability to reprint the following items:

Process b Supplement P Inquiry b WIP b ﬁ\«dabpmcessmg » Notes b Enterprise Sign Off

» Cancellation successfully completed.

—

» Renewal notice.
> Invoice.
> TA

The Reprint function for the TA has some additional functionality other than just reprint.

12-2011

Renewal Notice
Invoice
TA
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Reprint TA

To reprint an existing TA perform the following:

Select “Reprint TA” for the TA type. Enter the client ID, fleet number, fleet expiration year, and
supplement number.

¥ Supplement qury b Wie b t bprocessing ot Ent, Sign O

Reprint Module Moprint TA
= Chent * Fiaat he.
Flast Expiration Yoar = Supplement Mo,
vIN

uuuuuuu

If the specific plate, VIN or Unit number is known, the user may enter it. If not the select “Search” to
display a list of available TA’s for the supplement.

The delivery type will be in PDF format. Check “Reprint All Vehicle” to reprint all the TA's for all the
vehicles listed. Select “Generate” to reprint the selected TA’s.

Webprocessing b Noles b Enterprise Sign OFf
Reprint TA

TAType Fepont TA ¥
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